




























Duties. The physicians, PAs, and NPs are responsible for all medical care provided. 
This includes the evaluation, diagnosis, treatment, disposition of the patient, and the direction and coordination 
of all other care provided to the patient. Per pod, one of these persons may be assigned to assist the Medical 
Operations Director in the administrative aspects of medical care as well as provide oversight of the other 
physicians. 

 
4.3 Nurses. 
Qualifications. Graduation from an appropriate accredited program and current 
licensure in a U.S. state is required. One year of practical experience and current 
cardiopulmonary resuscitation (CPR) certification is required. Pediatric experience would also be helpful. For 
placement in a supervisory capacity, this RN should have some staff supervisory experience. 

 
Duties. These nurses are responsible for the nursing care of all patients, including 
assessment planning, treatment, and evaluation of response to medical interventions. Additional requirements 
include assisting physicians in exams, treatment, and procedures. The RN is also responsible for performing all 
activities essential for the provision of quality care as well as initial patient contact, screening, and assessment. 
Provision of patient follow-up instructions, administration of medications, documentation, and the recording of 
all controlled substances dispensed on a narcotic count sheet are also required functions. The nurse must also 
document assessment procedures and outcomes on charts as per protocol. It is also required that the nurse be 
able to abandon traditional concepts of total patient care and accept the disaster protocols for rapid 
evaluation/distribution of patients; he/she must be able to remain calm in a crisis. Proficient patient assessment 
skills are essential. 

 
4.4 RN Unit Leaders. 
Qualifications:  Graduation from an appropriate accredited program and current 
licensure in a U.S. state is required. One year of practical experience and current 
cardiopulmonary resuscitation (CPR) certification is required. Pediatric experience would also be helpful. For 
placement in a supervisory capacity, this RN should have some staff supervisory experience. 

 
Duties:  One RN for each subunit will be assigned as Unit Leader.  The Unit Leader is responsible for 
communications out of the unit including the needs/status of the unit and bed availability to the Medical 
Operations Section Director or Records/Planning Section Director. 
Unit Leaders are also members of the nursing team responsible for nursing care of all patients, including 
assessment planning, treatment, and evaluation of response to medical interventions. Additional requirements 
include assisting physicians in exams, treatment, and procedures. The RN is also responsible for performing all 
activities essential for the provision of quality care as well as initial patient contact, screening, and assessment. 
Provision of patient follow-up instructions, administration of medications, documentation, and the recording of 
all controlled substances dispensed on a narcotic count sheet are also required functions. The nurse must also 
document assessment procedures and outcomes on charts as per protocol. It is also required that the nurse be 
able to abandon traditional concepts of total patient care and accept the disaster protocols for rapid 
evaluation/distribution of patients; he/she must be able to remain calm in a crisis. Proficient patient assessment 
skills are essential. 

 
4.5 Medical Clerical Personnel. 
Qualifications. This individual must be a high school graduate, and some medical office 
training is preferred. A medical clerk must be familiar with medical record keeping and 
terminology and must have experience in controlling a busy traffic flow area. A calm, poised, mature individual 
displaying sound judgment is required. This clerk must also be willing to assist staff as necessary. 

 
Duties. The clerk is responsible for maintaining a casualty disposition log in addition to managing the flow of 
patients, answering telephones, managing paperwork and supplies for the area, and coordinating patient 
transportation with internal transportation services. 
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4.6 Emergency Medical Technicians (EMT) and Nursing Assistants. These technicians are responsible for 
providing assistance to the nursing staff in the care and treatment of patients in the ACS. EMTs must possess 
current licenses, while nursing assistants should show evidence of either recent relevant experience in providing 
direct patient care or certification as a nursing assistant or a similar role. Both EMTs and nursing assistants 
should have actual experience in the medical field using their license/certificate/training. Nursing, Physician 
Assistant and medical students may also be potential sources of labor for filling this role. 

 
4.6 Communications Specialist 
Qualifications. A person filling this role should be a high school graduate with a background in emergency 
medical operations and communications. Some knowledge of medical facility security is important, and skills 
such as emergency treatment and/or Basic Life Support (BLS) would be desirable. 

 
Duties. The specialist is responsible for establishing and maintaining a log of all communications into and out 
of the ACS. This individual will be the “eyes” and “ears” of the ACS Administrator and will facilitate all 
required reports to and from the ACS Command Center and the community’s EOC, and will facilitate 
communications with the CRU and the supporting hospital. Additionally, this individual will maintain a status 
board of all current actions and issues for the ACS Administrator and Communications Director. 

 
4.7 Security Guard 
Qualifications. This guard must be a high school graduate with a background in law enforcement. Ideally, this 
individual should be an experienced security officer at Spectrum or GVSU. Skills such as emergency treatment 
and/or BLS would be desirable. 

 
Duties. The Security Guard is responsible for the security of the ACS building and personnel. Added 
responsibilities include issuing staff ID badges and controlling access to the building (security personnel at all 
access points, pharmacy, medical supply, temporary morgue, and periodic patrol of parking lots). Additionally, 
the guard is responsible for maintaining security of evidence until proper authorities are notified and receive the 
evidence. Another important function is to secure patients’ personal belongings upon admission and retrieve 
them upon discharge. If a patient dies, it is the responsibility of the Security Guard to turn over personal 
belongings to the next of kin if available, in accordance with ACS policy. 

 
4.8 Liaison Assistant 
Qualifications. This assistant must be a high school graduate with a background in public relations and media 
relations. Ideally, job responsibilities can be aligned with the city’s public relations department, the city’s 
emergency planning department, or the supporting hospital. 

 
Duties. This individual is responsible for coordinating with the city and supporting the 
Hospital’s public relations departments to ensure that accurate and appropriate information is released to the 
public. It is important that this assistant be completely conversant on all activities in the ACS that might be 
newsworthy and provide information to the appropriate people. 

 
4.9  Admissions Clerk 
Qualifications. The Admissions Clerk should have experience within the supporting 
hospital and have knowledge in admitting paperwork and regulations. The clerk designated as the supervisor 
should have some clerical supervisory experience in a healthcare setting. 

 
Duties. The Admissions Clerk will maintain the admissions control register. Additional 
responsibilities include initiating the inpatient record using the incoming paperwork and 
combining it with predefined ACS paperwork. This process will produce a medical record that will accompany 
the patient to a nursing subunit. The clerk will also issue the patient ID labels. An important job responsibility is 
the continual communication with the Communications Director regarding patient tracking and all admissions. 
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4.10 Labor Pool Unit Leader 
Qualifications. This unit leader should be a high school graduate with experience in 
supplemental staffing. Previous experience as a healthcare recruiter or recruiter in a volunteer based 
organization is helpful. This individual must be able to make criteria-based decisions and deal with conflict. 

 
Duties. The labor pool unit leader will work with all sections of the ACS to identify 
staffing needs. This individual must be able to identify personnel resources in a variety of 
settings and work to recruit qualified individuals. An essential element of this individual’s job responsibilities 
will include tracking information relative to the credentialing of all licensed staff. Because the Labor Pool Unit 
Leader is expected to be busy, he/she should consider using people who are in the labor pool, waiting for 
assignments, to assist him/her by performing routine duties such as answering the phone. 

 
4.11 Volunteers 

 
Admissions Volunteers 
Qualifications. These individuals must be able to read and write and have no physical 
limitations. 

 
Duties. Admission area volunteers will assist the PCC in moving and directing patients 
as they enter the ACS and may assist the transporters in moving patients to the nursing subunits 

 
Nursing Volunteers 
Qualifications. Nursing area volunteers must be able to provide a basic level of 
nonmedical care to patients and must be able to read and write. These individuals must also be calm, poised, 
and mature, and have the ability to move around easily without physical limitations. 

 
Duties. These volunteers deliver requested supplies to the medical practitioners and 
assist patients and families in activities of daily living (ADL), such as turning, moving, and patient personal 
hygiene while in the ACS. 

 
Morgue Volunteers 
Qualifications. These volunteers must be able to work around human remains, must be 
mature, responsible, and handle remains with dignity and respect at all times. 

 
Duties. The morgue volunteer is responsible for assisting the mortuary clerk with preparing the remains, and 
assisting the internal transporters in moving, loading, and unloading of remains. The patient’s personal 
belongings should be inventoried on admission and secured at that time. Therefore, upon the death of a patient, 
personal belongings can be easily returned to the next of kin, without interfering in the procedures for the 
disposition of remains. 

 
Transportation Volunteers 
Qualifications. These volunteers must be able to physically move patients onto 
stretchers or wheelchairs and push them for transport. Transporters must become thoroughly familiar with the 
patient flow pattern and locations for patient distribution. 

 
Duties. They must be responsible for moving all non-ambulatory patients throughout the 
ACS and moving deceased patients to the temporary morgue as required. This volunteer is also responsible for 
notifying appropriate area clerks when a patient has entered the area. Essential responsibilities also include 
assisting with the loading and unloading of patients from vehicles as needed and ensuring that patient 
paperwork accompanies all transported patients. 
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Supply Volunteers 
Qualifications. These volunteers must be able to read, lift, and carry. 

 
Duties. The supply volunteers are responsible for unpacking supplies as they arrive in 
the ACS and organizing them within the storage area. Added responsibilities may include 
moving equipment and supplies into the supply area and distributing these items throughout the ACS. 

 
4.12 Internal Patient Transportation Unit Leader 
Qualifications. This unit leader should be a high school graduate with experience in a 
healthcare transportation department. Some supervisory experience is needed to manage 
personnel and multiple requests for assistance. Experience with body mechanics and personnel safety is also 
important. 

 
Duties. This individual will be responsible for personnel and transportation resource 
management. Directing personnel, managing workload, monitoring equipment, and 
record keeping are essential functions. This individual will work to ensure appropriate staffing staff utilization, 
and activity monitoring of transportation personnel. 

 
4.13 Transporter 
Qualifications. The transporter must be able to lift heavy objects and persons. A high 
school education is preferred, and good interpersonal skills are beneficial. This individual must be able to take 
direction in a constructive manner. 

 
Duties. This individual is responsible for transporting patients from the Admissions/Registration area to the 
assigned nursing subunit, transporting or accompanying patients being discharged to the discharge portion of 
the Admissions/Registration area or to security to retrieve personal belongings, and then transporting them to 
their vehicle, if available. This transporter may be asked to move supplies, pass patient food, and perform other 
similar acts associated with “runners.” 

 
4.14 Transportation Clerk 
Qualifications. The clerk must have at least a high school education; some medical 
office, medical terminology, and recordkeeping experience is preferred. The clerk also needs to have experience 
in controlling a busy flow area and exhibit good communication skills. Willingness to assist staff in whatever 
way is needed, including the physical movement of patients, is also necessary. 

 
Duties. This clerk is responsible for ensuring the smooth flow of all patients throughout 
the ACS. An essential responsibility includes ensuring that acutely ill patients receive priority transport. 
Additional responsibilities include answering telephones and maintaining and supervising the volunteers in the 
internal transportation services. Related duties include coordinating with the CRU staff to assist when a patient 
requires transfer to the supporting hospital. 

 
4.15 Respiratory Therapist 
Qualifications. Must be a licensed RT with preferably 1 year experience. 

 
Duties. The RT will oversee the pulmonary care of patients who require noninvasive 
respiratory treatments while in the ACS and will manage the logistics of oxygen delivery, if provided within the 
ACS. 

 
4.16 Licensed Practical Nurse 
Qualifications. This person must be an LPN with patient care experience, the ability to function to the full 
capacity of their license in addition to an active license to practice. Adult or pediatric patient care experience is 
necessary. This individual must be able to take direction and work as part of a team. 
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Duties. The LPN will be responsible for direct patient care under the direction of the 
RN. Collaboration with other providers and functions is essential, and the ability to take 
initiative relative to the needs of patients and families will be necessary. 

 
4.17 Triage Nurse 
Qualifications.  This person must be an RN with at least 1 year experience in medical triage. 

 
Duties.  This person will evaluate individuals who walk into the ACS requesting medical care and will either 
recommend them for be admission to the ACS, advise them on where they can see appropriate care in the 
community or direct them to the worried well/family care locations. 

 
4.18 Case Manager 
Qualifications. The case manager can be a RN or social worker. These individuals need 
to have at least 1 year experience in the clinical setting. 

 
Duties. This individual will offer victim assistance to patients and ensure that upon 
discharge patients have the necessary resources to continue their recovery. Cross-coverage with the duties of the 
social worker may be required. 

 
4.19 Social Worker 
Qualifications. This individual should be a licensed (or licensed clinical) social worker. 

 
Duties. The social worker is responsible for offering victim assistance to families, 
orphans, and religious needs, and the like, to patients and families in the ACS. Cross-coverage with the duties of 
the case manager may be required. 

 
4.20 Pharmacy Unit Leader. 
Qualifications. The Pharmacy Unit Leader must be a licensed pharmacist. This 
individual should have a hospital-based pharmacy background and be experienced in processing bulk drug 
orders. 

 
Duties. This person is responsible for ordering, receiving, and dispensing 
pharmaceuticals to the nursing subunits. Additional responsibilities include creating a 
pharmaceutical cart re-supply system, supervising pharmacy staff, and maintaining the pharmacy stockroom. 

 
4.21 Pharmacist 
Qualifications. This position must be filled by a licensed pharmacist. The Pharmacist 
should have a hospital-based pharmacy background and be experienced in processing bulk drug orders. 

 
Duties. The Pharmacist is responsible for receiving and dispensing pharmaceuticals to 
the nursing subunits, breaking down bulk pharmaceuticals and supervising the delivery to each nursing subunit 
cart, keeping a pharmaceutical log to account for all dispensed pharmaceuticals, and serving as a resource for 
the nursing subunits for all dispensing issues. 

 
4.22 Pharmacy Technician 
Qualifications. The Pharmacy Technician must be a high school graduate with advanced 
training as a pharmacy technician. This individual must be trustworthy because he/she will handle 
pharmaceuticals. 

 
Duties. This technician is responsible for helping the pharmacist maintain the pharmacy 
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carts and moving the carts to the nursing subunits. Assisting with the maintenance of the pharmacy log for 
dispensed pharmaceuticals is an added job responsibility. 

 
4.23 Morgue Unit Leader. 
Qualifications. This individual must be a high school graduate and have experience in a 
pathology department working with remains of the deceased. The ideal candidate has experience working in a 
healthcare facility pathology department or medical examiner’s office in a supervisory capacity. 

 
Duties. This unit leader will supervise the mortuary clerk and work with the disaster 
management agencies regarding safe, confidential, and dignified handling of the deceased. Additional 
responsibilities include the appropriate paper trails and accountability of both remains and personal effects. This 
individual is expected to communicate with both internal and external functions in performing these 
responsibilities. 

 
4.24 Mortuary Clerk. 
Qualifications. This individual must be a high school graduate, and some medical office 
or mortuary training is preferred. Familiarity with medical recordkeeping and terminology is preferred. This 
individual must be calm, poised, mature, and display sound judgment. 

 
Duties. The clerk establishes a case file on all individual fatalities, oversees the 
volunteers who transport the remains, and conducts and documents inventory of personal effects. This 
individual must ensure that all remains and personal effects, if not already removed, are properly labeled and 
provided to security. Additional responsibilities include ensuring that each case file and all personal effects 
accompany the remains during transfer, and that all remains are handled with care and dignity. The clerk must 
also maintain a fatality disposition log and arrange for transfer of remains. Coordination of the stocking and 
ordering of supplies for the temporary morgue area also constitute job responsibilities. 

 
4.25 Maintenance Unit Leader. 
Qualifications. The Maintenance Unit Leader should be experienced in maintenance 
with work experience with GVSU Pew campus operations.  This individual must be able 
to supervise others and be a resource on physical  maintenance and operation. It is 
essential that this individual also have experience working with hazardous materials and 
medical/regulated wastes. 

 
Duties. This individual will be responsible for developing a maintenance and emergency 
intervention plan for all equipment used within the ACS. Fire and evacuation plans must be developed and 
communicated to others within the facility. All maintenance personnel will be managed by this unit leader, and 
close communication with the supporting hospital must be maintained. 

 
4.26 Materials Supply Unit Leader. 
Qualifications. This unit leader must be a high school graduate with medical supply 
background and be familiar with medical equipment terminology and recordkeeping. This individual must be 
trustworthy because duties involve receiving and dispensing supplies and equipment. 

 
Duties. This unit leader is responsible for ordering, receiving, and dispensing medical 
supplies to the nursing subunits. Other job responsibilities include creating a medical cart 
resupply system, supervising supply clerks, and maintaining the materials supply stock room. Another 
important function is communicating with the Supply/Logistics Director on all supply issues and operations. 

 
4.27 Supply Clerk. 
Qualifications. This clerk must be a high school graduate and some medical office 
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I/O Input/Output 
ICS Incident Command System 
ICU Intensive Care Unit 
JIC Joint Information Center 
LPN Licensed Practical Nurse 
MAR Medication Administration Record 
MCC Medical Coordination Center 
MEMS Modular Emergency Medical System 
NA Nursing Assistant 
NALS Neonatal Advanced Life Support 
NRF National Response Framework 
NEHC Neighborhood Emergency Help Center 
OEM Office of Emergency Management 
NP Nurse Practitioner 
PA Physician Assistant 
PALS Pediatric Advanced Life Support 
PCC Patient Care Coordinator 
PIO Public Information Office 
POC Point of Contact 
PPE Personal Protective Equipment 
RN Registered Nurse 
RT Respiratory Therapist 
SBCCOM Soldier and Biological Chemical Command 
TJC The Joint Commission 
UPS Uninterruptible Power Supply 
WMD Weapons of Mass Destruction 

 
 
 
6. Resources 
GVSU Catering: The Rapid – Bus Service 
616.331.3342 616.776.1100 www.ridetherapid.org 
catering@gvsu.edu 

 
Michigan Volunteer Registry: 
www.mivolunteerregistry.org 
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Appendix K 
Job Action Sheets 

(Print and fold into plastic hanging name badge holders) 
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